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INSTRUCTIONS FOR PREPARING THE CHANGE ORDER
The following information is provided to assist you in preparing the Change Order (CO).   
1
Insert the Contractor's name as it appears in the contract.
2
Insert the work limits for the Change Order.
3
Indicate if a change is major or minor. This is required for federal-aid non-exempt projects (known also as FLOA for Federal Letter of Authority). Definitions of major and minor changes are included in Section 2 of Chapter 7 of the Construction Contract Administration Manual. 
4
Indicate the reason(s) for the Change Order, listing first the primary reason followed by secondary reason(s) if needed.  There is a maximum of 3 reason codes.  Refer to the "Reason Code Chart for Change Orders" for a listing of reason codes with a brief description of each reason.  You may insert reason code(s) by clicking on a reason code in the drop down lists on the form.
5
Give a narrative of the revised work being authorized in the change order. 
 
If the CO affects pedestrian elements, state in the narrative that a copy of this CO must be sent to the Field Coordination Section of the Design Division.
 
Address time by one of the following methods:
1) Add the time extension number and time in the box provided.
2) State in the narrative that no time is added by this CO.
3) State in the narrative that time will be addressed later in the project when the time impact of the change order is better known.
 
Methods 1 and 2 are preferred. Method 3 should not be a normal practice. If time can not be agreed on with the contractor upon execution of a CO, method 3 is acceptable. In this case, time associated with this CO will be non-participating until the time justification is provided.
6
Attach any new/revised plan sheet(s).
7
The non-participating days and amounts are to be provided on federal-aid exempt projects (known also as SLOA for State Letter of Authority).  If the Change Order involves funding by a third party, complete the funding information on Form CO-AFA.
Note: The dollar amount to be placed for Advance Funding Notification or Donation Agreement (third party funding) on the Form CO should be the same as the dollar amount on line 3(a) on the Form CO-AFA, which should be only the amount of contract items corresponding to the third party and without the E&C and Indirect Costs. 
8
In accordance with AFA, ensure that the signature block for the third party on the Form CO-AFA is signed.  The contractor is not responsible for any delays the district may have in obtaining a third party's signature.
9
Direct the contractor to sign in the contractor's signature block.  All change orders must be signed by the contractor with the exception of unilateral change orders. 
10
Affix the seal in the space located at the left corner of the bottom of the CO Form.  All COs for originally sealed projects shall be signed, dated and sealed by the Area Engineer.
11
Reference TxDOT's Change Order Approval Policy included in the Construction Contract Administration Manual, Chapter 7, Section 2, "Change Order
Approval Authority." 
Area Engineer (AE):
*Original contract amount over $500,000 and Bilateral CO up to $50,000 increase or decrease.
*Original contract amount less than $500,000 and Bilateral CO 10% of the original contract amount.
*CO must be within original intent and purpose of the contract and cumulative effect of all COs and overruns must be less than 10% of the original contract amount. 
District Engineer (DE), Deputy District Engineer, District Director of Operations, District Director of Construction:
*Bilateral CO, Interim Adjustment to Contract, and Unilateral CO less than $500,000 increase or decrease (Note 1).
*If original contract price is less than $5,000,000, DE approval authority is limited to 10% of the original contract price (Note 1).
*Bilateral CO, Interim Adjustment to Contract, and Unilateral CO less than $300,000 increase or decrease (Note 2).
*If original contract price is less than $3,000,000, DE approval authority is limited to 10% of the original contract price (Note 2).
*Changes to the contract, up to the limits listed above, that do not extend the project limits (i.e. scope of work, dispute resolution, etc.).
Assistant Executive Director for District Operations (AED-DO):
*Bilateral CO, Interim Adjustment to Contract, and Unilateral CO above DE approval authority but less than $700,000 increase or decrease.
*CO less than a $700,000 increase or decrease that change project limits.
*CO less than a $700,000 increase or decrease that add limits or roadways on district-wide CSJ projects (i.e. CCSJ: 09xx-00-xxx).
*CO less than a $700,000 increase or decrease that resolves termination cost to contractors.
 Change Order Executive Committee (AED-EO, AED-DO, and CFO):
*Any CO.    
NOTES: 
1. For Austin, Dallas, Fort Worth, Houston, San Antonio, and Pharr districts.
2. For all other districts with the exceptions listed in note 1.
TXDOT Form 2146-INSTR  (Rev. 04/10)  Page 1 of 1
Change Order Checklist
Form  2146
(Rev. 04/10)
Comments:
Page 1 of 1
Is the change order for an interim adjustment?
Is the change order
If Federal oversight, is the change order
Is the Reason Code correct?
Is the proposed work within project limits?
Yes
No
NA
Signatures
Yes
No
NA
3rd Party Funding
Yes
No
NA
Permitting: Environmental, Historical, etc
Yes
No
NA
Stockpiled Materials
Are materials being received through this change order that will be placed in stock? If yes, have the materials been set up in MSMS? 
Yes
No
NA
Area Office and District Approval
Yes
No
NA
Administrative Approval
Is a copy of the AE memo included in the transmittal to CST? 
Does the transmittal indicate who prepared the plans? (TxDOT or Consultant)
If consultant prepared, is the consultant name provided?
Is the status of the change order work indicated? (awaiting CO approval, active, complete)
Does the transmittal indicate if environmental clearance for extra work has been addressed?
Has the bank balance category for funding been identified?
Is the transmittal memo from the District to CST attached and signed?
Is all required documentation attached? (Ex: Plan Sheets, Form 2146, Price Justification, Force Account Backup Data)
Has prior verbal approval of the change order work been given by Administration? 
If yes, has the funding been requested and received? 
Has the change order been signed by the Contractor?
Is change order signed by AE?
Is DE signature included? (If required)
Is AED-DO signature required? (If so, see "Administrative Approval" below.)
Is 3rd party funding involved in this project? (If no, move to next section)
Does this change order impact 3rd party funding?
Will this impact require a new or revised funding agreement? 
Is the work within the scope of the original environmental assessments and reviews?
Does this change order impact pedestrian elements previously reviewed by TDLR or increase the cost ofpedestrian elements to $50,000 or more? If yes, answer next question.
Has TDLR reviewed the impact to pedestrian elements associated with this change order? 
Does work performed in the change order affect any current environmental commitments?
Have the necessary environmental clearances or permits been obtained to address the affect? 
Does work performed in the change order increase the impact to wetlands; waters of the U.S.; 
archeological, historical or social issues; endangered species; or any other regulated areas?
Have the necessary clearances or permits been obtained to address the increased impact? 
If the change order work causes the soil disturbance area to exceed the 1 acre and 5 acre thresholds, has 
a CSN or NOI been processed?
If an amendment or new agreement is required, has OGC-CSS reviewed the agreement? 
Has a Third Party Funding Notification Sheet (Form 2146-AFA) been sent and signed by the 3rd party? 
Does the AE's memo include an explanation/description of the change order work?
Is price justification information included? (per District procedures)
Are plan sheets attached? (per District procedures)
If a time extension is being granted, has it been justified? (per District procedures)
Does the change order affect the DBE commitment?
Has time been addressed?         
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CHANGE ORDER REASON(S) CODE CHART
Category
Code
Change Order Reason
1A.
Incorrect PS&E (TxDOT design): This code should be used when TxDOT prepared the PS&E and an error and/or omission is discovered, but there is no additional cost to the project, nor any contractor delay, rework or inefficiencies.
1B.
Incorrect PS&E (consultant design): This code should be used when a consultant prepared the PS&E and an error and/or omission is discovered, but there is no additional cost to TxDOT, nor any contractor delay, rework or inefficiencies to the project.
1C.
Other: This code should be used when there is an error and/or omission, (TxDOT or consultant) but the cause (all or partial) cannot be assigned to TxDOT or the consultant and other codes in this category are not appropriate.
1D.
Design error or omission that resulted in delay, rework, or inefficiencies (TxDOT design): This code should be used when TxDOT prepared the PS&E and an error and/or omission is discovered and additional cost, contractor delay, rework or inefficiencies occur on the project.
1E.
Design error or omission that resulted in delay, rework, or inefficiencies (Consultant design): This code should be used when a consultant prepared the PS&E and an error and/or omission is discovered and additional cost to TxDOT or contractor delay, rework or inefficiencies occur on the project.
2A.
Differing site conditions (unforeseeable): This code should be used when actual site conditions are found to be different than depicted in the plans, soil borings or other project information. Refer to Article 4.3 of the standard specifications.
2F.
Site conditions altered by Act of God: This code should be used when the project is impacted by Acts of God.
2G.
Unadjusted utility (unforeseeable): This code should be used when unknown utilities impact the project.
3B.
To address public request and needs after letting: This code should be used when a change is made or work is added to accommodate a pubic request.
3A.
Dispute Resolution
3E. 
Reduction of future maintenance: This code should be used when a change is made with the intent of minimizing the need for future maintenance. Coordination should be undertaken to determine FHWA participation.
3F.
Additional work desired by TxDOT: This code should be used when TxDOT adds needed work.
3H.
Cost savings opportunity discovered during construction: This code should be used to reduce project cost and/or project duration.
3I.
Implementation of improved technology or better process: This code should be used when improved technologies or better processes are utilized in the project.
3K.
Addition of stock account or material supplied by TxDOT provision: This code should be used to buy material purchased by the contractor and not incorporated into the project. It should also be used when TxDOT supplies material to the contractor that is incorporated in the project.
3L.
Revising safety work/measures desired by TxDOT: This code should be used to revise safety measures on the project. The safety enhancement may be suggested either by TxDOT or the contractor.
3M.
Other: This code should be used for changes to the project for TxDOT convenience where other codes in this category are not appropriate.
4A.
Failure of a third party to meet commitment: This code should be used when a third party to the contract fails to fulfill any part of their commitment.
4B.
4D.
Other: This code should be used for third party accommodation where other codes in this category are not appropriate.
5A.
5B.
5C.
5E.
Other: This code should be used for contractor convenience requests where other codes in this category are not appropriate.
Utilities not clear: This code should be used for contractor impacts which are the result of known utilities not being adjusted or relocated on the date(s) specified in the plans.
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3N.
Time extension: This code should be used to add time to the contract no other work is included in the CO.
5F.
Third party request for additional work: This code should be used to identify additional work requested by a third party. Generally, this will require a modification to the advance funding agreement.
Contractor requested change in traffic control plan or sequence of work: This code should be used for contractor requested change to the traffic control plan or sequence of work and must be acceptable to TxDOT.
Contractor requested change in materials and/or method of work: This code should be used for a contractor change in materials and/or method of work and must be acceptable to TxDOT.
Payment for Partnering workshop: This code should be used to reimburse a contractor for TxDOT’s agreed share of partnering expenses in accordance with Special Provision 000-002.
Contract termination or significant portion of project eliminated - Design error TxDOT:  This code should be used when a project is terminated or a significant portion of a project is eliminated due to a major design error and/or omission where TxDOT prepared the PS&E.
6A.
6B.
6C.
6D.
Price adjusted on finished work (price reduced in exchange for acceptance): This code should be used as a reduction in cost for contract items that have deficiencies and TxDOT is willing to accept work at a reduced price.
Right of Way not clear (third party responsibility for ROW): This code should be used for contractor impacts which are the result of right of way not being cleared on the date(s) specified in the plans where a third party is responsible for the right of way acquisition.
Right of Way not clear (TxDOT responsibility for ROW): This code should be used for contractor impacts which are the result of right of way not being cleared on the date(s) specified in the plans where TxDOT is responsible for the right of way acquisition.
Other: This code should be used for untimely right of way or utilities where other codes in this category are not appropriate.
Contract termination or significant portion of project eliminated - Design error consultant: This code should be used when a project is terminated or a significant portion of a project is eliminated due to a major design error and/or omission where a consultant prepared the PS&E.
Contract termination or significant portion of project eliminated - Utilities: This code should be used when a project is terminated or a significant portion of a project is eliminated due to a major utility delay or impact. The utility impact could be the result of either a known or an unknown utility.
Contract termination or significant portion of project eliminated - ROW: This code should be used when a project is terminated or a significant portion of a project is eliminated due to a significant right of way acquisition delay.
Contract termination or significant portion of project eliminated - Third party failure to participate: This code should be used when a project is terminated or a significant portion of a project is eliminated when it becomes known or evident that a third party will not be able or is unwilling to fulfill its obligation under an advanced funding agreement.
Contract termination or significant portion of project eliminated - Other than above: This code should be used when a project is terminated or a significant portion of a project is eliminated due to reasons where other codes in this category are not appropriate.
Contract termination or significant portion of project eliminated - Acts of God: This code should be used when a project is terminated or a significant portion of a project is eliminated due to an Act of God.
Upgrade to current standards: This code should be used for necessary changes to upgrade to current design standards where standards have changed subsequent to PS&E preparation.
  1.  Design Error or Omission.
  2.  Differing Site Conditions
       (Unforeseeable).
  3.  TxDOT Convenience.
  4.  Third Party Accommodation.
  5.  Contractor Convenience.
  6.  Untimely ROW/utilities.
  7.  Termination.
7A.
7B.
7C.
7D.
7E.
7F.
7G.
TEXAS DEPARTMENT OF TRANSPORTATION
CONSTRUCTION CONTRACT CHANGE ORDER NUMBER:      
Form 2146
(Rev. 04/10)
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  CCSJ:
  Project:
  Highway:
  County:
  District:
  Contract
  Number:
State Letter of Authority 
(SLOA):
Federal Letter of 
Authority (FLOA):
2. Change Order Work Limits: Sta.
to Sta.
3. Type of Change (on federal-aid non-exempt projects):
(Major/Minor)
5. Describe the change and the reason for the change order.  When necessary, include  
exceptions to this agreement.
1. CONTRACTOR:
4. Reasons:
(3 Max. - In order of importance - Primary first)
6. New or revised plan sheet(s) are attached and numbered:
    Each signatory hereby warrants that each has the authority to execute this Change Order.
By signing this change order, the contractor agrees to waive any and all
claims for additional compensation due to any and all other expenses;
additional changes for time, overhead and profit; or loss of compensation
as a result of this change. Further, the contractor agrees that this agreementis made in accordance with Item 4 and the Contract. Exceptions should be 
noted in the response for #5 above.
 THE CONTRACTOR
Date
 By
 Typed/Printed Name
 Typed/Printed Title
The following information must be provided
Time Ext. #:
 Days added on this C.O.:
 Amt. added by this change order:
 For TxDOT use only:
 Days FHWA non-participating:
 Change Order portion
 FHWA non-participating:
 Change Order portion
 financed by 3rd party funding:
RECOMMENDED FOR EXECUTION:
District Construction Engineer
Date  
Area Engineer
Date  
Director, Bridge Division
Date  
District Engineer
Date  
Director, Design Division
Date  
Director, Construction Division
Date  
Director, Traffic Operations Division
Date  
AED, Engineering Operations
Date  
Engineer's Seal:
TEXAS DEPARTMENT OF TRANSPORTATION
CONSTRUCTION CONTRACT CHANGE ORDER NUMBER:
Estimated Cost:
CCSJ:
TABLE A: Force Account Work and Materials Placed into Stock  
Paid by Invoice? (                                  )
 TABLE B:  Contract Items
NEW
ITEM
DESCRIPTION
UNIT
UNIT PRICE
QUANTITY
ITEM COST
QUANTITY
ITEM COST
OVERRUN/ 
UNDERRUN
TOTALS
ORIGINAL + PREVIOUSLY
REVISED 
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LABOR
HOURLY RATE
EQUIPMENT
HOURLY RATE
TEXAS DEPARTMENT OF TRANSPORTATION
CONSTRUCTION CONTRACT CHANGE ORDER NUMBER:
 TABLE B:  Contract Items (Continued)
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NEW
ITEM
DESCRIPTION
UNIT
UNIT PRICE
QUANTITY
ITEM COST
QUANTITY
ITEM COST
OVERRUN/ 
UNDERRUN
TOTALS
ORIGINAL + PREVIOUSLY
REVISED 
The "Totals" from Table B of the previous work sheet:
CCSJ:
1. Outside funding provided by:
(Outside Entity's Legal Name)
2. Type of outside funding agreement for this change:
[ Check one ]
3. Indicate the type and amount of funding:
(Estimated Amount 
)
  (a)  Contract Items (Bid Items):
  (b)  E&C*:                                          (a) x
  =
enter %
  (c)  Indirect Cost**:                (a + b) x 
  =
enter %
  TOTAL
Use as needed:
I hereby acknowledge notification of the modifications 
covered by this Change Order.
Date
 By
Typed/Printed Name
Typed/Printed Title
TEXAS DEPARTMENT OF TRANSPORTATION
CONSTRUCTION CONTRACT CHANGE ORDER NUMBER:
Third Party Funding Notification Sheet
This form is used when the subject change order involves funding by a source other than TxDOT/U.S. DOT, and involves third parties who are providing funding under an Advance Funding Agreement or Donation Agreement.
  CCSJ:
  Project:
Highway:
County:
District:
Contract
  Number:
  * The percentage (%) for E&C (Engineering and Contingencies) charges varies from project to project   depending on the contract amount of the project. Projects with a higher contract amount will have a lower rate   of E&C charge.  For a specific project, E&C rate (%) can be derived from the cost of "Engineering and Contingencies" in   the "Estimated Cost" of the project.  
Funding for this Change Order has been arranged:
TxDOT Representative
Date
Typed/Printed Name:
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** Use the statewide district rate as established by Finance Division each year.  This line 3(c) is for Service Project only,
   unless otherwise specified in the Advance Funding Agreement.   See Stand Alone Manual Notice 98-2 for instructions.
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